OUTCONUS COLA Without Dependents

Introduction:

This section provides the procedures to start, stop, correct, or recoup full or partial OUTCONUS
COLA Without Dependents. See the reference below for specific rules concerning this
entitlement.

Reference:

Chapter 9 of the Joint Federal Travel Regulations (U9154)

Procedure:

OUTCONUS COLA stops automatically on the day before departing PCS. When a member is
receiving two COLA entitlements (i.e.. OUTCONUS COLA without dependents and CONUS
COLA with dependents), manually stop CONUS COLA (earnings code ICC) upon departing PCS.

Start CGHRMS, sign-in and follow these steps to start, stop, correct, or recoup OUTCONUS
COLA Without Dependents.

Step Action

1 | Select Menu items in the following order.

Home > Compensate Employees > Maintain Entitlements > Use > Employee Entitlements

2 | A search page will appear. Enter the member’s Employee ID number or other search criteria

and click the button to select the member you wish to display.

Advanced Technique

You may select the input mode by checking one of the following boxes located at the

bottom of the search screen. | Ielude Histary T Correct History ¢ th boxes are left
blank, you will enter in the Update Display mode. The system will automatically default
to the last method you selected. See Step 4 for more information.

®When choosing a member from the search results, please be sure you are choosing the
person you actually want to change data on. Verify the employee ID or national ID (SSN)
before making any changes.
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Entitlement Panels. Either the Summary Panel or Detail Panel will appear depending on
which option was previously selected.

Select the Emplovee Entitlement Summary Panel from the icons located at the bottom left-
hand corner of the screen. The current selection will have no underline.

Emplovee Entiternent Surmmary | Ernployee Entitlerment Detail

The following screen appears.

Entitlements

|FSA Q) Family Separation Allowance Continuel Farnily Separation Allowance, C stopped
- on 2002-06-
IHF Q] Imminent Dnor-Hostile Fire Pay Continuel Imminent Danger Hostile Fire P stopped
on 2001-05-
E Save QReturn to Search ﬂ Include History) @Correct History)

Emplayee Entitlement Summary | Employee Entitlernent Detail

Select in the title bar.

: i . .
Select the T button located at the bottom right-hand portion of the screen so that

all payments of OUTCONUS COLA Without Dependents will be shown in the next panel. If

you are stopping, correcting, or deleting this entitlement, use the [ Comect History button.

Note: The current selection will have a white background.

> You may use the Eledaterbissiay] 14100 10 start OUTCONUS COLA Without
Dependents; however, we recommend using the “Include History” mode so all
payments will display.

» Use the B nclde History button to view all payments of OUTCONUS COLA
Without Dependents. Only new entitlements can be entered in this mode.

» Use the [ Conrect istory button to update or delete entries of OUTCONUS
COLA Without Dependents. A listing of all payments will be displayed.
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If a OUTCONUS COLA Without Dependents row exists in the
Summary Panel...

Click the % button adjacent to OUTCONUS COLA Without Dependents. The
Employee Entitlement Detail screen will appear. (Go to Step 7)

If a OUTCONUS COLA Without Dependents row doesn’t exist in
the Summary Panel...

Click a [+] button to the right of any entitlement. A blank entitlement line will appear below
whichever line is selected.

Next, type “OCO” in the look-up box Il Q or use the magnifying glass to search for and
select the OUTCONUS COLA Without Dependents earning code.

Then click the % button adjacent to OUTCONUS COLA Without Dependents to bring
it up in the Employee Entitlement Detail screen. (Go To Step 7)
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Employvee Entitlement Detail Panel is the main panel for entering or stopping entitlements.
If you have completed Steps 3-5, continue on to Step 7.

Follow these procedures to bypass the Employee Entitlement Summary Panel.

Select the Emplovee Entitlement Detail Panel from the icons located at the bottom left-hand
corner of the screen. The current selection is not underlined.

Employvee Entitlerment Summary | Employee Entitlerment D etail

Select the Mbutton located at the bottom right-hand portion of the screen so that
all entries of OUTCONUS COLA Without Dependents will be shown. If you are stopping,

correcting, or deleting this entitlement, use the [ Comeot History) 146,

Select from the displayed title bar to list all entitlements.

Scroll up to find the “OCO” Earnings Code. If OUTCONUS COLA Without Dependents
EVS88), click the == button from any entitlement as shown

isn’t listed (after clicking
below.

ViewAll |2 [ 102 O 5

*Earnings Code: |F 54 ﬂ Family Separation Allowance -+
Manual
Start Stop . L Approval .
* 4
Start Date Time Stop Date Time Earnings Type Description Status A Approve Earning Process Type
Switch
- Family Separation a - =
1 [tomeizao1 Bl [aess | [1217/2001 B [e998 | [Fsa-s QA Liowanee, Category 8 O pprove“oonversmn | =1

The following screen appears below the previous entitlement...

*Earnings Code: =y

Manual
Row Detail Approve Earning Process Type

Start Stop Approval

*Start Date Time Stop Date Time *Earnings Type Description Status

Switch

1 [ornerzo0z2 E o001 || B3 [ze00 | Ql P [ |Detail Approve“ =+ =]

Type “OCO” in the Earnings Code field or use the magnifying glass QJ to search and select
the OUTCONUS COLA Without Dependents Earnings Code.
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Paying OUTCONUS COLA Without Dependents (See Steps 8 to recoup)

3 i .
In the 4 ncude History mode, click the button shown below.

Entitlements

*Earnings Code: IOCO al

OCONUS COLAwithout Dependents

Start
Time/Seq

1 [1oraoizont | Ed| 2514

S1on b i it Approval
Time/Seq FaTNngs Type Description

OUTCONUS COLA f
IU4I30J’2002 2515 QCOLW0 withaut Dependents A Il Delalll Appro\tel

"Start Date Stop Date

The following entry line appears...

Entitlements
*Earnings Code: Wﬂ QCONUS COLA without Dependents
view Al |z [ 1zorz [ 5|
*Start Date Tir?leISeq Stop Date ?itr':l':aISeq *Earnings Type Description g::a[iLus\ral hRﬂ:vr\:ual Detail Earning Process Type
Switch
1 ||1 nr30r2002 | 4 0noo | [ oooo | Ql P [ Detail =
2[rorsoi001 il 2514 [oarsonooz ) 2515 JocoLwo Q) PrieERLS COLA A N |Detal =l
Enter the following information...
Field Action
Start Date The current date is automatically displayed. Use the calendar button B to select
the desired date. You can also Click & Drag over the date field to select the date
then Type the start date in MMDDYYY'Y format.
Start Time Pre-filled
Stop Date Use the calendar button Gl to select the desired date. You can also Click & Drag
over the date field to select the date then Type the stop date in MMDDYYYY
format.
Stop Time Pre-filled

Earnings Type Type in the code if known or use the Q] to search and select from a listing of
available earning types.

Description Pre-filled. Ensure the proper entitlement is shown.

Approval Pre-filled. The status will automatically change from Pending (P) to Approved (A)
Status upon saving.

Manual Row Select this field only when necessary to override pay edits. Business rule edits will
Switch not be turned off when this is selected. Caution! Overriding pay edits may

result in errors and possible overpayment of entitlement.
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Step 7 (Cont’d)

Field

Action

Click the MI button to bring up the Supporting Data screen below:

Supporting Data

1133320 oo 103052001 DOl
Locality Code: I*E*K':'T3 Q|

" Partial Indicator {PA onhy)

| 0K || Cancel |

Click the magnifying glass QJ 1o select the locality where the member was
stationed for OUTCONUS COLA Without Dependents entitlement

Leave the “Partial Indicator (PA only)” unchecked. It is not in use.

Click the button when finished.

Earnings Not Required. Disregard this field.
Process Type
B save) Click this button (located at the bottom left of the screen) to approve the entry.
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Stopping OUTCONUS COLA Without Dependents

In the |BConest History) mode, find the row to stop. The stop date will be blank as shown below:

Entitlements

*Earnings Code: IOCO ﬂ QCONUS COLAwithout Dependents

Manual
N al Stop N _ Lo Approval _ _
Start Date TimeSeq Stop Date TimeSeq Earnings Type Description Status gsv?tch Detail Earning Process Type
QUTCONUS COLA ;
1 |1nramm [ Eloooo  [ocoLwo | @ without Dependents ™ [ Detail =1

Enter the following information...

Field Action
Stop Date

Enter the last day of entitlement by using the calendar button Bl to select the
date. You can also Click & Drag over the date field then Type the stop date
in MMDDYYYY format. This field can be future dated.

Stop Time Pre-filled
Manual Row Select this field only when necessary to override internal pay edits. Business
Switch rules will not be turned off when this is selected. Caution! Overriding pay
edits may result in errors and possible overpayment.
Bl save) Click this button (located at the bottom left of the screen) to approve the entry.

Correcting OUTCONUS COLA Without Dependents

In the [BCanest History) mode, find the OUTCONUS COLA Without Dependentsrow to correct.

Click & Drag over any editable field to change its value. Dates must be typed in
MMDDYYYY format. You may also use calendar buttons Bl o modify dates and the

magnifying glass Q1o change the earning type.

Click the & save) button located at the bottom left of the screen.

@ To change the effective start date or an incorrect earnings type, you must delete the
entire row (Step 10) and then start a new OUTCONUS COLA Without Dependents (Step 7).
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10

Deleting OUTCONUS COLA Without Dependents

In |BtenestHistory] mode, find the OUTCONUS COLA Without Dependents row to delete.

Click on the EI button located in the row to be deleted.

Click the & sove button located at the bottom left of the screen.

@ The total OUTCONUS COLA Without Dependents entitlement will be recouped when
using this feature.

End




